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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY Recreation & Parks Department DIVISION 

Item No. Description Retention 

FINANCIAL: 
Budget Information: 

Worksheets, budget amendment proposals & 
reports, copies of budgets & budget requests 
for annual county budget & capital projects. 
Relates to development & supervision of the 
budget for all divisions of the department. 

Cash Receipts, register tapes, deposit slips, 
cashier reports & cash reconsiliation reports. 

Permit Numbers Issued, Park Entrance Permits, 
monthly and seasonal swim passes-AOSC, Golf 
course annual passes, etc. 

Reservation contracts, Park reservation forms, 
Special facilities room reservation forms, ie: 
Mayo Beach, Lake. Waterford Park, Arundel Olympic 
[Swim Center , etc . 
grants. Maintenance & Teen; file of grant 
requests by program including guidelines, 
information and reports . 

Retain in office 
until annual county 
budget is published 
or administrative 
use ceases, whichever! 
is later>Jthen 
destroy. 
Retain for three (3) 
years or until audit 
requirements have 
been met, whichever 
is later, then 
destroy. 

Retain two (2) years 
then destroy. 

Retain two (2) years 
then destroy 

Retain three (3) year 
then destroy, except 
material having 
continuing value to 
the department, such 
material should be 
retained until such 
value ceases, then 
destroy. 

Schedule Approved by 
Records Management Officer 

Signature Signature 

Schedule Approved by 
Agency, or Division Representative 

7-24-92. 

Schedule Approved by 
State Archvist 

Date 

SIP o 2 1992 

Date Signature 
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6 General Ledger Reports; Retain one (1) year 
or until value 
ceases, then destroy 

7 Refund Requests, Programs, Facility reservation, 
league fees, etc. 

Retain three (3) yea: 
then destroy. 

8. Purchase Orders, Sub-order Releases, Direct 
payments, etc. 

retain in office 
until administrative 
value ceases, then 
destroy. 

9 Petty Cash-Expense Statements; Retain three (3) yea: 
then destroy. 

10 REPORTS: 
Reference files for Recreation division 
containing; 

a. Camp & playground Reports 
b. Ranger Reports 
c. Registration statistics 

a,b,c, Retain until 
administrative value 
ceases, then destroy. 

11 FORMS: 
Registration forms, ,R&P programs, AOSC programs, 
School Facility Use forms, Fields, Schools, 
facilities 

Retain three (3) 
years (last two (2) 
in Records Center) 
then destroy. 

12 CORRESPONDENCE: 
General Correspondence: 

This file is a mixture of correspondence 
and general reference material, primarily-
with professional, civic.associations, vendors, 
individuals and local agencies. 

Retain three (3) 
years, then destroy 
all material no 
longer needed for 
current business. 

13 PERSONNEL: 
PAA copies-Time sheets, Leave sheets, 

department personnel records 
retain two (2) years 
after termination 
then destroy. t-. * 

14 Payroll records:FSLA Retain three (3) 
years in department 
then destroy.' 
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15 

16 

17 

18 

19 

20 

21 

PROJECTS: 
Capital project information, site plans, land 
plats, blue prints & drawings for each park 
site n.air.tained by department. 

Sub-Division records, plats, maps,correspondence 

Parks-owned by County Files 

CONTRACTS: 
Leases, Contracts and Agreements, Insurance 

policies 

MINUTES: 
Minutes of Recreation Advisory Board meetings, 

papers, studies, reports & correspondence 
relating to the Board and its activities. 

FLIERS: 
Newsletters, Bulletins, 

Activity Fliers, etc. 

MISCELLANEOUS: 

Monthly Park Brochures, 

ACCIDENTS REPORTS-

Permanent. Retain in 
office until 
administrative value 
ceases, thereafter 
transfer to State 
Archives. 

Retain one (1) year 
in office, or until 
value ceases, then 
destroy. P&Z has 
original. 

Permanent. Periodica 
transfer to State 
Archives. 

Retain in office one 
(1) year after 
termination, transfe 
to record center 
to retain four (4) 
years, or until put 
on microfilm. 

Permanent. Period
ically transfer to 
State Archives. 

Retain one (1) year 
or until value 
ceases, then destroy 

Retain one (1) year 
in office, then.- i 
destroy.. • ' ' . l'ft 

11 



INSTRUCTION?--TYPE OR PR INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS BBO-I ) 

DEPARTMENT OF GENERAL. SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX Z78 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCTION?--TYPE OR PR INT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS BBO-I ) 

DEPARTMENT OF GENERAL. SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX Z78 

JESSUP, MARYLAND 20794 PACE / OF <3 7 

1 . APARTMENT/AGENCY 
A ^ A . County Rec & Parks 

2. DIVISION 
Administration 

1. UNIT 

DEFINITION•RECORD SERIES A OROUF OF M L A T 8 D RECORDS NORMALLY rtUtB AND UtID AS A UN f T FOR 
WKFCHgWCK AM » B U . AS RETENTION AND DISPOSITION FURFOSES • 

R E C O R D S E R I E S T I T L E 
FINANCIAL 

5. EARLIEST YEAR/LATEST YEAR 
/ 99 Pro 

RECORD SERIES DESCRIPTION ( B R I E F L Y D K S C R I I I 
•IN THE SERIES. 

THE TYPES O P IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
INCLUDE. THB FURFOSE OR FUNCTION OF THE SERIES) 

Budget Information: Worksheets, budget amendments, proposals, reports,copies, 
and requests for annual budget & capital projects. Relate to supervision of the 
budget for all divisions of the department. 

7. R E C O R D S E R I E S F O R M A T ( S J 

^ L E T T E R S I Z E B M I C R O F I L M 

• L E G A L S I Z E • C O M P U T E R T A P E 

E ^ ^ U N D B O O K D F L O P P Y D I S K 

O T C D I O T A P E Q V I D E O T A P E 

O O T H E R ( S P E C I F Y ) 

RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 

CHRONOLOGICAL. 
O GEOGRAPHICAL 
n OTHER(SPECIFY) 

VOLUME 

4 
N U M B E R 

% FILE DRAWER(S) 
O MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
D OTHER(SPECIFY] 

10. A N N U A L A C C U M U L A T I O N 
K F I L E DRAWER(S) 

y • M I C R O F I L M REEL(S) 
NLIMBEK D C O M P U T E R TAPE(S) 

• D OTWTP( t;pFrirv) 
I I . FILE IS USED 

• DAILY • WEEKLY 
Yearly 
D MONTHLY 

13. CURRENT LOCATION(S) (BLDC. ,FLOOR,ROOM) 
Winterode Building 

1 2 • FILE BECOMES INACTIVE AFTER 
l.) • MONTH(S) JQCYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF Y C S , S P E C I F Y A O E N C Y O R O F F I C E ) 
O YES ^ NO 

IS. A C C E S S R E S T R I C T I O N S • Y E S R N O 
(IF YKS, C I T E L A B ( S ) A RBflULAT I ON ( S ) 

16. AUDIT REQUIREMENTS 

X&NCNE D STATE • FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E . / S O F T W A R E J 

E YES NO 

18. RECOMMENDED RETENTION 

1 year 

^•fciAME AND TITLE OF PREPARER _ 

Assistant to the Director 

20. TELEPHONE NUMBER 

222-3403 

21. DATE 

DCS 530-4 (REVISED 2/87) 



INSTRUCTIONS--TYPE OR PR INT A DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P . O . BOX 273 

J E S S U P , MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y SEPARATE FORM FOR E A C H NEW OR 
=3£VISED RECORD SERIES. FORWARD 
fflTH RECORDS RETENTION SCHEDULE 
(DCS 850 -1 J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P . O . BOX 273 

J E S S U P , MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y SEPARATE FORM FOR E A C H NEW OR 
=3£VISED RECORD SERIES. FORWARD 
fflTH RECORDS RETENTION SCHEDULE 
(DCS 850 -1 J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P . O . BOX 273 

J E S S U P , MARYLAND 20794 P A C E / or ^ 7 

1 . APARTMENT/AGENCY 
. A^\. County Rec & Parks 

2. DIVISION 
Recreation 

1. UNIT 

DEFINITION-RECORD SERIES-* a w O U F O F " K L A T E D R K C O R D B N O R M A L L Y C I L I D A N D V « I O A S A U N I T F O R 
R K F C R E N C K A S I E U A S R K T K N T I O N A N D D I S P O S I T I O N P U R P O S E I 

4. RECORD SERIES T I T L E 

FINANCIAL 
5. EARLIEST YEAR/LATEST YEAR 

3. R E C O R D S E R I E S D E S C R I P T I O N ( B R , K F L - Y D K S C R I B K T H K T Y P K B OF" I N P O R U A T I O N / D O C U M E N T S / P O R M S P O U N D 
•IN T H E S E R I E S . I N C L U O K T H K P U R P O S E O R F U N C T I O N O F T H K S E R I E S ] 

Cash reciepts, register tapes, deposit slips, cashier reports & cash 
reconsilation reports. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

CkLETTER S I Z E A M I C R O F I L M 

• L E G A L S I Z E N C O M P U T E R T A P E 

n^feLMD B O O K D F L O P P Y D I S K 

O I R D I O T A P E ° V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

R E C O R D S E R I E S S E Q U E N C E 

• A L P H A B E T I C A L 

O N U M E R I C A L 

X X C H R O N O L O G I C A U 

• G E O G R A P H I C A L 

O O T H E R [ S P E C I F Y ) 

9. VOLUME 

1 
NUMBER 

ft FILE DRAWER(S) 
• MICROFILM REEL(S ) 
• COMPUTER TAPE(S) 
O O T H E R ( S P E C I FY ] 

10. ANNUAL ACCUMULATION 
£ FILE DRAWER(Sj 

I • MICROFILM REEL(S] 
huMbgH D COMPUTER TAPE ( S ) 

• QTHFB(SPTrlFY) 
I 1 F I L E I S U S E D 

• D A I L Y n W E E K L Y H M O N T H L Y 

1 2 • FILE BECOMES INACTIVE AFTER 
m n W °>**™W X3YEAR(S) 

13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM) 

Winterode Building 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
tlF YES, SPECIFY AGENCY OR OFFICE) 
• Y E S B N O 

iS. ACCESS RESTRICTIONS • YES W NO 
( I F Y E S , C I T K I_AW(S] A R E Q U L A T I O N I S ) 

16. A U D I T R E Q U I R E M E N T S 

x County 
• N O N E D S T A T E O F E D E R A L D I N D E P E N D E N T 

17. IS AN INDEX SYSTEM USEDT [IF YKS.EXPLAIN 
BRIEFLY/ AND DESCRIBE ANY HARDWARE/ SOFTWARE J 18. R E C O M M E N D E D R E T E N T I O N 

D Y E S N O 
3 years or until audit.j:e.q,uijLements .have 

been met,, then , des/ta^gy 

^ P ^ A M E " A N D T I T L E O F P R E P A R E R 

Assistant to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 

2 t. D A T E 

DCS 330-4 (REVISED 2/87) 



INSTRUCT IONS--TYPE O R PRINT A 
SEPARATE FORM FOR EACH NEW O R 
REVISED R E C O R D SERIES. FORWARD 
SITH RECORDS RETENTION SCHEDULE 
( D C S B50-I ) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P . O . BOX 27S 

J E S S U P , MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE "7 O F ^"7 

i. ^ B A R T M E N T / A G E N C Y 
A ^ T . County Rec & Parks 

2. DIVISION 
Parks 

3. UNIT 

DEFINITION-RECORD S E R I E S - * ° " » O U * °r R E L A T E D R C C O R D B N O R M A L L Y P I L E D A N D U C I D A S A U N I T F O R 
R K F C R E N C K A S W E L L A S R K T K N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
FINANCIAL 

5. EARLIEST YE A R / L A T E S T YEAR 
WW T O /?9^ 

3. R E C O R D SERIES DESCRIPTION {•RNT,'L-T D K S C R I B K T H E T Y P E S O P I N P O R M A T I O N / D O C U M E N T S / P O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H K P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Permit numbers issued, Park entrance permits, golf course passes, etc. 

7. R E C O R D SERIES FORMAT{S) 
9C LETTER SIZE O MICROFILM 
• LEGAL SIZE D COMPUTER TAPE 
O^ttLJrtD BOOK D F L O P P Y D I S K 

O TBDIO TAPE n V I D E O TAPE 
O OTHER(SPECI F Y ) 

8. R E C O R D SERIES SEQUENCE 
a ALPHABETICAL 
}P NUMERICAL 
H CHRONOLOGICAL 
• GEOGRAPHICAL 
Q OTHER(SPECIFY) 

9. VOLUME 
H FILE D R A W E R ( S ) 
• MICROFILM REEL( S ) 

2 D COMPUTER TAPEfSl 
N U M B E R D OTHER(SPECI F Y ) 

10. ANNUAL ACCUMULATION 
£ FILE D R A W E R ( S ) 

^ • MICROFILM REEL( S ) 

. • fWHFBl«!PFrlPVl 
1 1 * FILE I S USED 

n D A I L Y D W E E K L Y H MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

2 a MONTH(s) S Y E A R ( S ) 

13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 

various sites-parks 

14. I S RECORD SERIES DUPLICATED ELSEWHERET 
(lF Y E S , S P E C I F Y A Q E K C Y O R O F F I C E ) 
D YES g N O 

:S. A C C E S S RESTRICTIONS • YES jf N O 
( I F Y E S , C I T K L A W ( s ) ft R K O U L A T I O N ( s) 

16. A U D I T REQUIREMENTS 
County 

O f$$l& a STATE D FEDERAL D INDEPENDENT 
17. I S AN I N D E X S Y S T E M USED7 (IF Y E S . E X P L A I N 

B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D YES X] N O 

18. RECOMMENDED RETENTION 

2 years then destroy' *~ \ -

SSKjAME A N D TITLE O F PREPARER 

Assistant to the Director 

20. TELEPHONE NUMBER 

222-3403 

21. DATE 

DCS S30-4 (REVISED 2/87) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E ' F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
V I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 5 B 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 B W A T E R L O O R O A D 
P . O . B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A G E 6> O F 37 

t . ^ P A R T M E N T / A G E N C Y 
A ^ . County Rec & Parks 

2 . D I V I S I O N 

Recreation 
3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * a m O U W O F * , L A T 8 D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N F U R F O S E S 

4 . R E C O R D S E R I E S T I T L E 

FINANCIAL 
5 . E A R L I E S T Y E A R / L A T E S T Y E A R 

/ ? 9 f r o 
J. R E C O R D S E R I E S D E S C R I P T I O N j B R , * r t > r D E S C R I B E T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 

•IN T H E S E R I E S . I N C L U D E T H E F U R F O S E O R F U N C T I O N O F T H E S E R I E S j 

Seasonal swim passes, 15 entrance passes 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

QiLETTER S I Z E ° M I C R O F I L M 

a L E G A L S I Z E D C O M F U T E R T A P E 

O^feLJND B O O K Q F L O P P Y DISK 
D A U D I O T A P E D V I D E O T A P E 

Qi. O T H E R ( S P E C I F Y ) 

8 . R E C O R D S E R I E S S E Q U E N C E 

• A L P H A B E T I C A L 

» N U M E R I C A L 

• C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

d O T H E R ( S P E C I F Y ) 

9. V O L U M E 
H F I L E D R A W E R J S ) 
• M I C R O F I L M R E E L ( S ) 

1 O C O M P U T E R T A F E I S ) 
N U M B E R N O T H E R ( S p E C I F Y J 

1 0 . A N N U A L A C C U M U L A T I O N 
H F I L E D R A W E R ( S ] 

^ D M I C R O F I L M R E E L ( S ) 

1 1 ' F I L E I S U S E D 

a D A I L Y • W E E K L Y R M O N T H L Y 

1 2 • F I L E B E C O M E S I N A C T I V E A F T E R 
2 • M O N T H ( S ) x & Y E A R ( S ) 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Arundel Olympic Swim Center 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
H P Y E S , S P E C I F Y M E K C T O R O F F I C E ) 
a Y E S a N O 

I S . A C C E S S R E S T R I C T I O N S CJ Y E S B N O 
( 1 F Y E S , C 1 T E L A W ( S ) & R B O U L A T 1 O N ( S J 

1 6 . A U D I T R E Q U I R E M E N T S 

vCounty „ 
Q N O N E a S T A T E • F E D E R A L CI I N D E P E N D E N T 

1 7 . I S AN I N D E X S Y S T E M U S E D ? ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• Y E S % N O 

^Bk 

1 8 . R E C O M M E N D E D R E T E N T I O N 

2 years : v- 3- J ^ i.'W.'J^* \ 

\ 

^ R A M E A N D T I T L E OF P R E P A R E R 

Assistant to the Director 

2 0 . T E L E P H O N E N U M B E R 

222-3403 

2 1 . D A T E " 

D G S 350-4 ( R E V I S E D 2 / 8 7 ) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P . O . B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D C S 8 S 0 - 1 J 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P . O . B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D C S 8 S 0 - 1 J 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P . O . B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E 57 O F 2 7 

t. V V A R T M E N T / A G E N C Y 
A^A. County Rec & Parks 

2 . D I V I S I O N 

Parks 
3 . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S -A OROUF OP RELATED RECORDS NORMALLY PI LSD AND U » D AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4 . R E C O R D S E R I E S T I T L E 

Financial 
5 . E A R L I E S T Y E A R / L A T E S T Y E A R 

J. R E C O R D S E R I E S D E S C R I P T I O N ( » R , K , , l - r D , , C R I " ™ * TYPES O P INFORMATION/DOCUMENTS/FORMS POUND 
•IN T H E S E R I E S . INCLUDE THK PURPOSE OR FUNCTION OF THE SERIES) 

Reservation contracts, forms, special facilities reservation forms, ie: 
Mayo Beach Park, Lake Waterford, Downs, Quiet Waters Park, London Town Publik 
House, etc. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

R L E T T E R S I Z E D M I C R O F I L M 

° L E G A L S I Z E O C O M P U T E R T A P E 

O^BMjND B O O K D F L O P P Y D I S K 

a J B D I O T A P E n V I D E O T A P E 

a O T H E R ( S P E C I F Y ) 

8 . R E C O R D S E R I E S S E Q U E N C E 

Q A L P H A B E T I C A L 

D N U M E R I C A L 

R C H R O N O L O G I C A L . 

D G E O G R A P H I C A L 

D O T H E R { S P E C I F Y ) 

9. V O L U M E 

£ F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

1 • C O M P U T E R T A P E ( S ) 
H U M B E * O O T H E R ( S P E C I F Y ) 

1 0 . A N N U A L A C C U M U L A T I O N 
C ^ F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

N U M B E R D C O M P U T E R T A P E ( S ) 
. • QTHPP(gprrrFV) 

11 F I L E I S U S E D 

D D A I L Y D W E E K L Y » M O N T H L Y 

1 3 . C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Various park sites 

1 2 . F I L E B E C O M E S I N A C T I V E A F T E R 
1 O M O N T H ( S ) J3 Y E A R ( S ) 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
tlP YES, SPECIFY AOENCY OR OFFICE) 
• Y E S JO N O 

: S . A C C E S S R E S T R I C T I O N S • Y E S ft N O 
( IP YES, CITK LAW(s) A RKOULATION ( S) 

1 6 . A U D I T R E Q U I R E M E N T S 

• N c k g ^ S T A T E • F E D E R A L E I N D E P E N D E N T 

17. IS AN INDEX SYSTEM USEDt (|F YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

D Y E S >OC N O 

1 8 . R E C O M M E N D E D R E T E N T I O N 

?2 ryeariSiithen '.destroy. 

AND TITLE O F PREPARER 

Assistant to the Director 

2 0 . T E L E P H O N E N U M B E R 

222-3403 

2 1 . D A T E 

D C S 3 5 0 - 4 ( R E V I S E D 2 / 8 7 ) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P . O . B O X 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D C S 5 B 0 - I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P . O . B O X 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D C S 5 B 0 - I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 W A T E R L O O R O A D 
P . O . B O X 2 7 5 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A C E ^ O F ,4? y 

i. ^ V A R T M E N T / A G E N C Y 
A ^ . County Rec & Parks 

2 . D I V I S I O N 

Recreation 
A. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * A W O U P 0 , R N J K L A T H D R E C O R D S N O R M A L L Y P I L E D A N D U U D A S A U N I T P O N 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E ! 

4 . R E C O R D S E R I E S T I T L E 

FINANCIAL 
5 . E A R L I E S T Y E A R / L A T E S T Y E A R 

J. RECORD SERIES DESCRIPTION ( B R , K r i- T " » « " " ™ * ° ^ I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E F U R F O S E O R F U N C T I O N O F T H E S E R I E S ) 

Reservation forms, special event contracts, 

7 . RECORD SERIES FORMAT(S) 
Ck LETTER SIZE Q MICROFILM 
d LEGAL SIZE O COMPUTER TAPE 
Cj^fejND B O O K O FLOPPY DISK 
D AUDIO TAPE Q VIDEO TAPE 
D OTHER(SPECIFY) 

8 . RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
rfk CHRONOLOGICAJU 
Q GEOGRAPHICAL 
O OTHER(SPECIFY) 

9. VOLUME 
ft FILE DRAWER(S) 
CI MICROFILM REEL( S ) 
a COMPUTER TAPE!SI 

NUMBER n OTHER(SPECI FY) 

1 0 . ANNUAL ACCUMULATION 
R FILE DRAWER(S) 

1/2 a MICROFILM REEL ( S } 
NIIMBKR d COMPUTER TAPE ( S ) 

. 0 OTTHFRf SPECIFY L 
1 1 * FILE IS USED 

a DAILY • WEEKLY R MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

6 XX M C N T H ( S ) O YEAR(S) 

13. CURRENT LOCATION(S) ( BLDG ., FLOOR, ROOM J 

Arundel Olympic Swim Center 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE? 
tlF Y E S , S P E C I F Y AdEKCY O R O F F I C E ) 
CI YES 9 NO 

15. ACCESS RESTRICTIONS • YES H NO 
( I F Y E S , C I T E L A W ( S ) * R E G U L A T I O N ! S ) 

1 6 . AUDIT REQUIREMENTS 

R NONE D STATE • FEDERAL CI INDEPENDENT 

1 7 . IS AN INDEX SYSTEM USED? ( | P Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E J 

D YES NO 

1 8 . RECOMMENDED RETENTION 

2 years ' \ 

^P^AME AND TITLE OF PREPARER 
Aseastant to the Director 

2 0 . TELEPHONE NUMBER 

222-3403 

2 1 . DATE 

D C S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 ) 



INSTRUCT IONS--TYPE OR P R I N T A 
S E P A R A T E FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
WITH R E C O R D S R E T E N T I O N S C H E D U L E 
( D O S ISO -I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT IONS--TYPE OR P R I N T A 
S E P A R A T E FORM F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
WITH R E C O R D S R E T E N T I O N S C H E D U L E 
( D O S ISO -I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 P A C E JO O F 3, ^ 

T T ^ ^ A R T M E N T / A C E N C Y 
A.A. County Rec & Parks 

2. D I V I S I O N 

Parks 
3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * a n O U W ° r NKLATED RECORDS NORMALLY FILED AND U K D AS A UNIT FOR 
REFERENCE AS SELL AS RETENTION AND DISPOSITION PURPOSES 

« . R E C O R D S E R I E S T I T L E ' 

FINANCIAL 
8. E A R L I E S T Y E A R / L A T E S T Y E A R 

t*rw T O / f f ^ 
RECORD SERIES DESCRIPTION ( a n t K r u r DKSCRIIK THE TYPES O P IN FORMAT I ON / DOCUMENTS / FORMS FOUND 

'IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 
Grants, Maintenance & Teen; file of grant requests including guidelines, 
information & reports. 

7. RECORD SERIES FORMAT]S) 
^LETTER SIZE O MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 
I^^^jUND BOOK a FLOPPY DISK 
O AUDIO TAPE t3 VIDEO TAPE 
O OTHER (SPECIFY) 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
ff CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER(SPEC1FY) 

VOLUME 

1 
N U M B E R 

FILE DRAWER( S ) 
D MICROFILM REEL( S ) 
O COMPUTER TAPE(S) 
O OTHER(SPECI FY] 

10. ANNUAL ACCUMULATION 
R FILE DRAWER(S) 

I O MICROFILM REEL(S) 
NuUbgft ° COMPUTER TAPE(S ) 

• n ffrnFP(«;PFrirY) 
11 FILE IS USED 

D DAILY • WEEKLY (X MONTHLY 

13. CURRENT LOCATION(S) ( BLDG.,FLOOR.ROOM) 

Various park sites 

12. FILE BECOMES INACTIVE AFTER 
1 MONTH ( S) DXYEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP YES, SPECIFY AOENCY OR OFFICE) 
• YES B NO 

:S. ACCESS RESTRICTIONS • YES R NO 
( I F Y E S , C I T E L A W ( S ) * R E G U L A T I O N ! S ) 

16. AUDIT REQUIREMENTS 

• NONEOUfl^STATE • FEDERAL D INDEPENDENT 

17. I S A N I N D E X S Y S T E M U S E D 7 (|F YES.EXPLAIN 
BRIEFLY A N D DESCRIBE ANY HARDWARE/SOFTWARE) 

D YES NO 

18. RECOMMENDED RETENTION 
3 years 

TITLE OF PREPARER T T N A M E A N D T I T L E O F ] 
Of/a. OucoZ^, 

Assistant to the Director 

20. TELEPHONE NUMBER 

222-3403 
21. DATE 

DCS 3S0-4 (REVISED 2/87) 



1 N S T R U C T 1 Q N S - - T Y P E OR PRINT A 
S E P A R A T E F O R M FOR EACH NEW OR 
R E V I S E D RECORD S E R I E S . FORWARD 
WITH RECORDS RETENTION S C H E D U L E 
(DCS 880 -1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE fX, OF 2 1 

1 . ^BkRTMENT/AGENCY 
A T A . County Rec & Parks 

2. DIVISION 
Administration 

3. UNIT 

DEFINITION-RECORD SERIES-* a m O U W 0 , R W T L * T K D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A M A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
FINANCIAL 

5. EARLIEST YEAR/LATEST YEAR 
1990 T O / 99 

J RECORD SERIES DESCRIPTION (L,R,*''1-T D " C R I « « T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

General Ledger reports. 

7. RECORD SERIES FORMAT(S) 
LETTER S I Z E D MICROFILM 

• LEGAL S I Z E • COMPUTER TAPE 
O^felND B O O K a FLOPPY DISK 
° AfolO TAPE D VIDEO TAPE 
• OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
O NUMERICAL 
£ C H R O N O L O G I C A L , 

n GEOGRAPHICAL 
D OTHER(SPECIFY) 

9. VOLUME 
R FILE DRAWER(S) 
CI MICROFILM REEL( S ) 

1 • COMPUTER TAPEIS) 
N U M B E R D QTHERj SPECI FY) 

10. ANNUAL ACCUMULATION 
BCFILE DRAWER(S] 

y a MICROFILM REEL( § ) 

. a OTHFBl W r 1 P~V \ 
1 1 ' FILE I S USED 

a DAILY O WEEKLY R MONTHLY 
1 2 • FILE BECOMES INACTIVE A F T E R 

1 • M O N T H ( S ) CfcYEARtS) 

13. CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM) 

Winterode Bldg. 

14. I S RECORD SERIES DUPLICATED ELSEWHERET 
tlP Y E S , S P E C I F Y / . O E N C Y O R O F F I C E ) 
a YES R NO 

!S. ACCESS RESTRICTIONS D YES R NO 
( I F Y E S , C I T E L A W ( S ) * R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

ySX N O N E • STATE D FEDERAL D INDEPENDENT 

17. I S AN INDEX SYSTEM USEDT ( I F Y E S . J L X P L A I N 
B R I E F L Y A K D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• YES J NO 

18. RECOMMENDED RETENTION O^IV'L^D-l^ 
1 year 

J^RAME A N D T I T L E O F P R E P A R E R 

Assistant to the Director 

20. TELEPHONE NUMBER 

222-3403 

2 I. DATE 

DCS 5S0-4 (REVISED 2/87) 



1 N S T R U C T I O N S - - T Y P E O R P R I N T A D E P A R T M E N T OF G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E " F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
IffITH R E C O R D S R E T E N T I O N S C H E D U L E 
( D C S BSO-t) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y S E P A R A T E " F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
IffITH R E C O R D S R E T E N T I O N S C H E D U L E 
( D C S BSO-t) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 P A G E / 3 O F ol 7 

i. ^ B A R T M E N T / A C E N C Y 
Alw. County Rec & Parks 

2. D I V I S I O N 

Recreation & Parks 
3 . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * A " O U R O F N K L A T E O R K C O R D 0 N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R K T K N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 

FINANCIAL 
5. E A R L I E S T Y E A R / L A T E S T Y E A R 

JtfP T O ( ? ? ^ 
S. R E C O R D S E R I E S D E S C R I P T I O N ( B R , K F L- Y D K S C R I S K T H E T Y P K B O P I N F O R M A T I O N / D O C U M E N T S j F O R M S F O U N D 

'IN T H E S E R I E S . I N C L U D E T H K P U R P O S E O R F U N C T I O N O F T H K S E R I E S j 

Refund requests; programs, facility reservations, league fees, etc. 

7. RECORD SERIES FORMAT(S) 
LETTER SIZE • MICROFILM 

Q LEGAL SIZE • COMPUTER TAPE 
• BOUND BOOK • FLOPPY DISK 
QTS»f>IO TAPE O VIDEO TAPE 
CI OTHER (SPECIFY) 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
$ CHRONOLOGICAL 
D GEOGRAPHICAL 
O OTHER(SPECIFY) 

9. VOLUME 
QC FILE DRAWER(S) 
• MICROFILM REEL( S ) 

1 • COMPUTER TAPEIS) 
N U M B E R D OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 
• MICROFILM REEL( S ] 

. D ftTHFPlC!PFPIFYl 
1 1 * FILE IS USED 

D DAILY D WEEKLY K MONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

1 D MONTH(S) XI YEAR(S) 

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR.ROOM) 

Various park & recreation sites 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(lF Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
D YES K NO 

: 3 . ACCESS RESTRICTIONS • YES IX NO ' 
( I F Y E S , C I T E L A B ( S ) * R B S U L A T 1 O N ( 8 ) 

16. AUDIT REQUIREMENTS 

£kNONE • STATE D FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( I F Y K S . K X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R K ) 

D YES t/ NO 

18. RECOMMENDED RETENTION 

1 year 

" B ^ U M E AND TITLE OF PREPARER 

Asgy/stant to the Director 

20. TELEPHONE NUMBER 
222-3403 

21. DATE 

DCS 330-4 (REVISED 2/87) 



. 
I N S T R U C T I O N S - - T Y P E OR PRINT A 
SEPARATE F O R M F O R E A C H N E W O R 
REVISED RECORD S E R I E S . F O R W A R D 
W I T H R E C O R D S RETENTION S C H E D U L E 
(DGS S B O - I ) 

D E P A R T M E N T O F GENERAL SERVICES 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 273 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

P A C E / j O F ^ ^ 

i. ^ B A R T M E N T / A G E N C Y 
A^\. County Rec & Parks 

2. D I V I S I O N 

All divisions R&P 
3. U N I T 

DEFINITION-RECORD S E R I E S - * 9mOU* O F " * * - A T S D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S S E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 

FINANCIAL 
8. E A R L I E S T Y E A R / L A T E S T Y E A R 

T O I99l> 
J. R E C O R D S E R I E S D E S C R I P T I O N ^ n t K r U r « • " ' « T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 

•IN T H E S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Purchase order, sub-order releases, direct payments, etc 

7. RECORD S E R I E S F O R M A T ( S ) 

Q < L E T T E R S I Z E O M I C R O F I L M 

• L E G A L S I Z E • C O M P U T E R T A P E 

QittLND B O O K • FLOPPY D I S K 

Q A U D I O T A P E D V I D E O T A P E 

n O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

D A L P H A B E T I C A L 

O N U M E R I C A L 

£ C H R O N O L O G I C A L 

0 G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 

9. V O L U M E 
MX F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

l o C O M P U T E R T A P E I S I 
N U M B E R D O T H E R ( S P E : C I F Y ) 

I 0. A N N U A L A C C U M U L A T 1 O N 
R F I L E D R A W E R ( S ) 

y O M I C R O F I L M R E E L ( S ) 
NUMBBR D C O M P U T E R T A P E ( S ) 

• O T H F P l W r l F V l 
1 1 • F I L E I S U S E D 

• D A I L Y • WEEKLY R M O N T H L Y 

1 2 • F I L E B E C O M E S I N A C T I V E A F T E R 
6 CJiMONTH(S) D Y E A R ( S ) 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . . F L O O R , R O O M ) 
Various park & recreation sites & 
winterode bldg. 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
tlP Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
D Y E S X R N O 

: 3 . A C C E S S R E S T R I C T I O N S O Y E S R > N O 
( I F Y E S , C I T E L A W ( S ) * R B O U L A T I O N ( S ) 

! « . A U D I T R E Q U I R E M E N T S 

>P N O N E • S T A T E • F E D E R A L D I N D E P E N D E N T 

!7. I S A N I N D E X SYSTEM U S E D T ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

D Y E S Q ^ N O 

18. R E C O M M E N D E D R E T E N T I O N 

^-Retain in office, 'unt|"l^/^|ue^ ,Ceases \ 
then destroy "• 

B^RAME A N D T L T L E O F P R E P A R E R 

A s s i ^ a n t to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 
21. D A T E 

D C S 330 -4 ( R E V I S E D 2/87) 



INSTRUCTIQMS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 8 9 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 8 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 

/AGENCY 
County Rec & Parks 

2 . DIVISION 

Al.1 divisions 
UNIT 

DEFINITION-RECORD SERIES-A OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RKTKNTION AND DISPOSITION PURPOSES : 

«. RECORD SERIES TITLE 

FINANCIAL 
8. EARLIEST YEAR/LATEST YEAR 

T O 

3. RECORD SERIES DESCRIPTION {»»tK1'l'r OKSCRIBK THK TYPKB O P INFORMATION/DOCUMENTS/FORMS FOUND 
'IN THE SERIES. INCLUDK THK PURPOSE OR FUNCTION OF THE SERIES | 

Petty cash-expense statments 

7 . RECORD SERIES FORMAT( S) 
£ LETTER SIZE • MICROFILM 
• LEGAL SIZE • COMPUTER TAPE 
D JSjUND BOOK O FLOPPY DISK 
D ABDIO TAPE Q VIDEO TAPE 
a OTHER(SPECI FY J 

8. RECORD SERIES SEQUENCE 
S ALPHABETICAL 
° NUMERICAL 
• CHRONOLOGICAL 
CI GEOGRAPHICAL 
n OTHER(SPECIFY) 

9. VOLUME 
£> FILE DRAWER(S) 
• MICROFILM REEL(S) 

1 • COMPUTER TAPEIS) 
N U M B E R D OTHER[ SPECI FY) 

10. ANNUAL ACCUMULATION 
^ FILE DRAWER(S) 

1/2 Ct MICROFILM REEL(S) 
N U M O C I I ^ » w i » * a a M a * a r*m *— \ *»' J 

• OTHFBI RPcrirvl 
1 1 * FILE IS USED 

Q DAILY • WEEKLY DxMONTHLY 
1 2 • FILE BECOMES INACTIVE AFTER 

6 S3 MONTH(S) • YEAR(S) 

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM) 

Various R&P sites 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP YES, SPECIFY AOENCY O R OFFICE) 
D YES >PxNO 

IS. ACCESS RESTRICTIONS • YES >PxNO 
( IP YES , CITK L A W ( S ) ft RKauLATlON ( s ) 

1 6 . AUDIT REQUIREMENTS 

Xi? NONE CI STATE Ct FEDERAL CI INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YKS.KXPLAIN 
BRIEFLY A N D DESCRIBE ANY HARDWARE/ SOFTWARE) 

CI YES f/ NO 

18. RECOMMENDED RETENTION 
1-year 

„ • . '•* 

9SJMME AND TITLE OF PREPARER 

Aspystant to the Director 

2 0 . TELEPHONE NUMBER 
222-3403 

2 1 . DATE 

DGS 350-4 (REVISED 2 / 8 7 ) 



1 N S T R U C T I O N S • - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
[ D G S BBO-I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 27S 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 N S T R U C T I O N S • - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
[ D G S BBO-I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 27S 

J E S S U P , M A R Y L A N D 20794 P A G E lO O F 7 

7 7 " | ^ ^ A R T M E N T / A G E N C Y 

Recreation & Parks 
2. D I V I S I O N 

All divisions R&P 
J. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S _A OltOUP OP lUKLATBO RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS SELL AS RETENTION AND DISPOSITION PUPPQ8ES 1_ 

4 . R E C O R D S E R I E S T I T L E 
REPORTS 

B. E A R L I E S T Y E A R / L A T E S T Y E A R 

; ? f 0 T O / 9 
R E C O R D S E R I E S D E S C R I P T I O N B " C R I . E THE TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 

"IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Reference files for REcreation & parks divisions containing; 
a. Camp & Playground reports 
b. Ranger reports 
c. Registration statistics 

7. R E C O R D S E R I E S F O R M A T ( S ) 

}QiLETTER S I Z E • M I C R O F I L M 

• L E G A L S I Z E D C O M P U T E R T A P E 

° A n O B O O K • F L O P P Y D I S K 

Q A U D I O T A P E O V I D E O T A P E 

D O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

X £ A L P H A B E T I C A L 

D N U M E R I C A L 

• C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 

9. V O L U M E 

% F I L E D R A W E R ( S ) 
D M I C R O F I L M R E E L ( S ) 

1 D C O M P U T E R T A P E 1 S 1 
N U M B E R D Q X H E R ( S P E C I F Y ) 

10. A N N U A L A C C U M U L A T I O N 
R F I L E D R A W E R ( S ) 

2 A M I C R O F I L M R E E L ( S ) 

1*6, UFA D L n * * mm \ f 
. O f y r w r n / w r i F v l 

1 1 - F I L E I S U S E D 

O D A I L Y D W E E K L Y XJX M O N T H L Y 

1 2 • F I L E B E C O M E S I N A C T I V E A F T E R 
1 • MONTH ( S ) >fk Y E A R { S ] 

1 3 . C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R . R O O M ) 

Various recreation & park^sites 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
I IP Y E S , SPECIFY A G E N C Y OR OFFICE) 
D Y E S RjNO 

!S. A C C E S S R E S T R I C T I O N S • Y E S XIX N O 
( IP YES, CITE LAw ( s ) A R B Q U L A T 1 ON ( S ) 

16. A U D I T R E Q U I R E M E N T S 

jfkNONE D S T A T E • F E D E R A L D I N D E P E N D E N T 

17. I S A N I N D E X S Y S T E M U S E D ? ( | F YES,EXP L A I N 
BRIEFLY AND DESCRIBE ANY H A R D B A R E / S O F T W A R E ) 

D Y E S E/ N O 

^Bfc 

18. R E C O M M E N D E D RETENTION 
Retain until administratixe.-.v-a-i-u'ej""' 1 
ceases, then destroy ^ V y / r ^ H ^ \ 

\ \ \» s " * J" 

\ • - '. 

WRAME A N D T I T L E O F P R E P A R E R 

As?(xstant to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 
21. D A T E 

1 i 

D G S 3 3 0 - 4 ( R E V I S E D 2/87) 



1 M S T R U C T 1 Q N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
« I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S S B O - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
1 M S T R U C T 1 Q N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
« I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S S B O - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 P A C E / 7 O F ^ 7 

i T T^^ARTMENT/AGENCY 

Recreation & Parks 
2. D I V I S I O N 

All R&P divisions 
3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S A OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4 . RECORD SERIES TITLE 
FORMS 

8. E A R L I E S T Y E A R / L A T E S T Y E A R 
T O I99f 

RECORD SERIES DESCRIPTION J B R , K F l - r DESCRIBE THE TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES] 

Registration forms, R&P Program, AOSC programs, School Facility Use, Fieldds, 
School Facilities, Park facilities. 

7. R E C O R D S E R I E S F O R M A T ( S ] 

L E T T E R S I Z E ° M I C R O F I L M 

• L E G A L S I Z E D C O M P U T E R T A P E 

•^•fLttD B O O K 0 F L O P P Y D I S K 

D T K>IO T A P E Q V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

R E C O R D S E R I E S S E Q U E N C E 

• A L P H A B E T I C A L 

• N U M E R I C A L 

S3 C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

O O T H E R ( S P E C I F Y ) 

V O L U M E 
F I L E D R A W E R ( S ) 

• M I C R O F I L M R E E L ( S ) 
_ O C O M P U T E R T A P E ( S ) 
' O O T H E R ( S P E C I F Y ) 

10. A N N U A L A C C U M U L A T I O N 
5 F I L E D R A W E R ( S ) 

- O M I C R O F I L M R E E L ( S } 
NUUBBH D C O M P U T E R T A P E ( S ) 

• D trrngp(«;PFriFV) 
It F I L E IS U S E D 

D D A I L Y O W E E K L Y Gfc M O N T H L Y 

1 2 * F I L E B E C O M E S I N A C T I V E A F T E R 
nrjhnnr ^ M O N T H ( S ) # Y E A R ( S ) 

1 3 . C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Various R&P sites 
14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E t 

tlP YES, SPECIFY AOENCY OR OFFICE) 
D Y E S xR N O 

! S . A C C E S S R E S T R I C T I O N S • Y E S X R N O 
( I F Y E S , C I T E L A W ( B ) A R E G U L A T I O N ! S ) 

18. A U D I T R E Q U I R E M E N T S 

>ft N O N E • S T A T E • F E D E R A L Q I N D E P E N D E N T 

17. I S AN INDEX SYSTEM USEDf ( | F YES i EXPLA IN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

D YES d NO 

18. R E C O M M E N D E D R E T E N T I O N 

3 years, (last two in records center) 
then destroy 

A N D T I T L E OF P R E P A R E R 

Assi/s#ant to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 
21. D A T E 

D C S 5 S 0 - 4 ( R E V I S E D 2/87) 



I N S T R U C T IONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
• ITH RECORDS RETENTION SCHEDULE 
(DCS B 5 0 - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 B WATERLOO ROAD 
P . O . BOX 2 7 B 

JESSUP, MARYLAND 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 
I N S T R U C T IONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
• ITH RECORDS RETENTION SCHEDULE 
(DCS B 5 0 - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 B WATERLOO ROAD 
P . O . BOX 2 7 B 

JESSUP, MARYLAND 2 0 7 9 4 PAGE / ̂  OF % 7 

77"^^kRTMENT /AGENCY 
Recreation & Parks 

2 . DIVISION 
All R&P Divisions 

J. UNIT 

DEFINITION-RECORD SERIES A G R O U P O P R E L A T E D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
REFERENCE AS SELL AS RETENTION AND DISPOB IT ION PURPOSES 

4. RECORD SERIES TITLE 
Correspondence 

E A R L I E S T Y E A R / L A T E S T Y E A R 

/fr? T O 799*' 
RECORD SERIES DESCRIPTION (B,T,,ICRL-Y D E S C R I B E T H E T Y P E S O P IN F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 

'IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

General Correspondence: This file is a mixture of correspondence & general 
reference material, primarily with professional, civic associations, vendors, 
individuals and local agencies. 

7. RECORD SERIES FORMAT{S) 
R LETTER SIZE D MICROFILM 
• LEGAL SIZE • COMPUTER TAPE 
•^•fKJND BOOK O FLOPPY DISK 
D T C D I O TAPE D VIDEO TAPE 
• OTHER(SPECIFY) 

8 . RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
H3 CHRONOLOGICAL 
O GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 
XB FILE DRAWER( S ) 
• MICROFILM REEL(S) 
O COMPUTER TAPE( S ) 
D OTHER{SPECI FY) 

1 0 . ANNUAL ACCUMULATION 
53XFILE DRAWER ( S ) 

I O MICROFILM REEL(S) 
kbUbKH D COMPUTER TAPE( S ) 

• • QfTHFP(RPFClFY) 
I 1 . FILE IS USED 

Q DAILY Q W E E K L Y H MONTHLY 

13. CURRENT LOCATION(S) ( BLDG. .FLOOR.ROOM) 

Various R&P sites 

1 2 • FILE BECOMES INACTIVE AFTER 
6 Ct MONTH(S) D YEAR(S) 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP YES, SPECIFY AOENCY OR OFFICE) 
D YES ffxNO 

! 5 . A C C E S S R E S T R I C T I O N S O Y E S O N O 
( I P Y E S , C I T E L A W ( S ) * R B Q U L A T I O N ( S ) 

1 6 . AUDIT REQUIREMENTS 

Xtt NONE D STATE • FEDERAL n INDEPENDENT 

! 7 . IS AN INDEX SYSTEM USEDt [ I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D S A R E / S O F T W A R E ) 

D YES t/ NO 

18. RECOMMENDED RETENTION 

Retain 3 years, then destroy all 
material no longer needed for 

AND TITLE OF PREPARER 

t to the Directorr 

2 0 . TELEPHONE NUMBER 
222-3403 

2 I. DATE 

DCS 330-4 (REVISED 2 / 8 7 ) 



INSTRUCTIONS--TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 550-1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCTIONS--TYPE O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 550-1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7275 W A T E R L O O R O A D 
P.O. B O X 275 

J E S S U P , M A R Y L A N D 20794 
P A C E O F # 7 

T T ^ ^ A R T M E N T / A G E N C Y 

Recreation & Parks 
2. D I V I S I O N 

All R&P Divisions 
3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S A QROUP OP RKLATHD PC CORDS NORMALLY PI LCD AND UtEO AS A UNIT FOR 
REFERENCE AS WELL AS WKTKNTI ON AND DISPOSITION PURPOSES •_ 

4 . R E C O R D S E R I E S T I T L E 
PERSONNEL 

E A R L I E S T Y E A R / L A T E S T Y E A R 

i. R E C O R D S E R I E S D E S C R I P T I O N ( B"* K W U r ° " C R « » « ™ * TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 
'IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

PAA Copies; Time Sheets; Leave Sheets; department personnel records. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

X R L E T T E R S I Z E D M I C R O F I L M 

• L E G A L S I Z E • C O M P U T E R T A P E 

• ^ M J N D B O O K O F L O P P Y D I S K 

D ^ B D I O T A P E D V I D E O T A P E 

O O T H E R { S P E C I F Y J 

8. R E C O R D S E R I E S S E Q U E N C E 

>CK A L P H A B E T I C A L 

D N U M E R I C A L 

O C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 

V O L U M E 

3 
NUMBER 

£ F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
• C O M P U T E R T A P E ( S ) 
D O T H E R ( S P E C I F Y ) 

10. A N N U A L A C C U M U L A T I O N 
JPxFILE D R A W E R ( S ) 

2 ° M I C R O F I L M R E E L ( S ) 
NUMBER D C O M P U T E R T A P E ( S ) 

• • fyrHFR( SPECIFY) 
11 F I L E IS U S E D 

D D A I L Y W E E K L Y D M O N T H L Y 

13. C U R R E N T L O C A T I O N } S ) ( B L D G . , F L O O R , R O O M ) 

Various R&P sites 

1 2 • F I L E B E C O M E S INACTIVE A F T E R 
2 • M O N T H ( S ) H Y E A R ( S ) 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 

JO Y E S a N O 

: 5 . A C C E S S R E S T R I C T I O N S • Y E S XH>N O 
(IF YES, CITE LAW(S) OS RBOULATION(S) 

16 . A U D I T R E Q U I R E M E N T S 

Xft N O N E • S T A T E 0 F E D E R A L 0 I N D E P E N D E N T 

27. IS A N I N D E X S Y S T E M U S E D ? ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

18. R E C O M M E N D E D R E T E N T I O N 

• Y E S N O 
Retain 2 years after termiha"t\oy£y* 
then destroy. 

A N D T L T L E O F P R E P A R E R 

As£*feta[nt to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 
2 I. D A T E 

D C S 530-4 ( R E V I S E D 2/87) 



INSTRUCT IONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 950-1 J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT IONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 950-1 J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE D\0 OF ^7 

Tjj^^ARTMENT /AGENCY 
Recreation & Parks 

2. DIVISION 
All R&P Divisions 

S. UNIT 

DEFINITION-RECORD SERIES-A O R O U P O P RKLATffD R E C O R D S N O R M A L L Y P I L C D A N D U S E D A S A U N IT F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I B P O B I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
PERSONNEL 

5. EARLIEST YEAR/LATEST YEAR 

RECORD SERIES DESCRIPTION ( 

Payroll records-FSLA 

B R I E P L Y D E S C R I B E 
•IN THE SERIES. 

T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S B P T 1 E S ) 

7. RECORD SERIES FORMAT(S) 
• LETTER SIZE • MICROFILM 
R LEGAL SIZE D COMPUTER TAPE 
•^KUND BOOK D FLOPPY DISK 
D**RUDIO TAPE n VIDEO TAPE 
CI OTHER (SPEC I FY) 

8. RECORD SERIES SEQUENCE 
^ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPECIFY) 

11 FILE IS USED 
a DAILY Q WEEKLY MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 

Various R&P sites 

VOLUME 

2 
N U M B E R 

• FILE DRAWER(S) 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
J3 OTHER( SPEC 1 FY) 
Binders 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 

- D MICROFILM REEL( S ) 
N U M B G R D COMPUTER TAPE(S) 

• ID ornFP(c;prriFY) Binder 
1 2 • FILE BECOMES INACTIVE AFTER 

3 • MONTH ( S) XR YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I I P Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
° YES MiNO 

13. ACCESS RESTRICTIONS • YES xJUxNO 
( I F Y E S , C I T E L A B ( s ) * R E Q U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

• NONE D STATE FEDERAL D INDEPENDENT 

27. IS AN INDEX SYSTEM USED? (IF Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

/ O YES NO 

18. RECOMMENDED RETENTION 

Retain 3 years in department, then 
destroy. — 

AND TITLE OF PREPARE! 

to the Director Assi 

20. TELEPHONE NUMBER 
222-3403 

2 I. DATE 

DCS 530-4 (REVISED 2/87) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
fflTH R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B B O - I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 Z 7 B W A T E R L O O R O A D 
P . O . B O X 27B 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

AGENCY RECORDS I N V E N T O R Y 

P A G E 0-1 O F 

t T ^ ^ A R T M E N T / A G E N C Y 

Recreation & Parks 
2 . D I V I S I O N 

Administration & Parks 
3 . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * a n O U m ° R M L A T K D R E C O R D * N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. R E C O R D S E R I E S T I T L E 

PROJECTS 
B . E A R L I E S T Y E A R / L A T E S T Y E A R 

196$ T O t<?9t> 
i. R E C O R D S E R I E S D E S C R I P T I O N (B**,KFL"T D E S C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 

•IN T H E S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Capitol project inf orimation, site plans, land plats, blue prints, & drawings 
for each park site maintained by department. 

7. R E C O R D S E R I E S F O R M A T ( S ) 

D L E T T E R S I Z E O M I C R O F I L M 

O L E G A L S I Z E • C O M P U T E R T A P E 

ngmUtiD B O O K • F L O P P Y D I S K 

D^RDIO T A P E D V I D E O T A P E 

CT O T H E R ( S P E C I F Y ) 
Maps-Plats, etc 

8. R E C O R D S E R I E S S E Q U E N C E 

10 A L P H A B E T I C A L 

D N U M E R I C A L 

Q C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

O O T H E R ( S P E C I F Y ) 

9. V O L U M E 

XH F I L E D R A W E R ( S ) 
X D M I C R O F I L M R E E L ( S ) 

,3 • C O M P U T E R T A P E 1 S 1 
N U M B E R D O T H E R { S p E c l r Y j 

1 0 . A N N U A L A C C U M U L A T I O N 
X B F I L E D R A W E R ( S ) 

, • M I C R O F I L M R E E L ( S ) 

a OTHPRl«SPEC!FYt 
1 1 * F I L E I S U S E D 

° D A I L Y n W E E K L Y H M O N T H L Y 

1 2 • F I L E B E C O M E S I N A C T I V E A F T E R 
• M O N T H ( S ) O Y E A R ( S ) 

1 3 . C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Administration & parks Winterode Bldg. 

1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
(|F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
a Y E S » N O 

: 3 . A C C E S S R E S T R I C T I O N S Q Y E S RTF«J 
( I P Y E S , C I T E L A W ( S ) * R B O U L A T 1 O N ( S ) 

16. A U D I T R E Q U I R E M E N T S 

Xxft N O N E D S T A T E D F E D E R A L CI I N D E P E N D E N T 

17. I S A N I N D E X S Y S T E M U S E D T ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

• Y E S is/ N O 

1 8 . R E C O M M E N D E D R E T E N T I O N • ' 
„»** ' 

Permanent. Retain .in- offi'ce»jSii|ti-aJ 
administrative va 1 ue;'.daaKeW''Yhe'reafter 
transfer to state archives;? 

JwKt̂ ME A N D T I T L E O F P R E P A R E R 

Assistant to the Director 

2 0 . T E L E P H O N E N U M B E R 

222-3403 
2 I. D A T E 

D G S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 ) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 27B 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y RECORDS I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B50-1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 27B 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y RECORDS I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B50-1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 27B 

J E S S U P , M A R Y L A N D 20794 P A G E O F *) 

7 7 ~ ^ ^ A R T M E N T / A G E N C Y 
Recreation & Parks 

2. D I V I S I O N 

Parks 
S . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * A " O U P ° R I U T L A T B D M C O R D B N O R M A L L Y P I L E D A N D U M B A S A U N I T P O N 
R E F E R E N C E A S S E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

« . R E C O R D S E R I E S T I T L E 

PROJECTS 
B. E A R L I E S T Y E A R / L A T E S T Y E A R 

T O )99^ 

3. R E C O R D S E R I E S D E S C R I P T I O N J B R , L R F L - T D E S C R I B E T H E T Y P E S O P I N P O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN T H E S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Sub-Division records, plats, maps & correspondence. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

• L E T T E R S I Z E • M I C R O F I L M 

C^^LEGAL S I Z E Q C O M P U T E R T A P E 

C ^ ^ U N D B O O K D F L O P P Y D I S K 

D T C D I O T A P E D V I D E O T A P E 

.s9, O T H E R ( S P E C 1 F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

)G>< A L P H A B E T I C A L 

• N U M E R I C A L 

• C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

• O T H E R ( S P E C I F Y ) 

V O L U M E 

NUMBER 

H F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
O C O M P U T E R T A P E ( S ) 
O O T H E R ( S P E C I F Y ) 

10. ANNUAL ACCUMULATION 
x g FILE DRAWER(S) 

, • MICROFILM REEL(S) 
kbUbgft ° COMPUTER TAPE(S) 

• O OTVIF»(fiPFrlFY) 
11 F I L E I S U S E D 

O D A I L Y CI W E E K L Y XJ? M O N T H L Y 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Winterode Bldg. 

12. FILE BECOMES INACTIVE AFTER 
• M O N T H ( S ) X R Y E A R ( S ) 

14. IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
I I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
CK Y E S D N O 

!S. A C C E S S R E S T R I C T I O N S • Y E S X B N O 
( I F Y E S , C I T E LAW(s) * R B O U L A T I O N ( 8 ) 

16. A U D I T R E Q U I R E M E N T S 

R N O N E D S T A T E CJ FEDER A L D I N D E P E N D E N T 

2 7 . I S A N I N D E X S Y S T E M U S E D T ( I F Y E S • E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y K A R O B A R E / S O F T W A R E ) 

O Y E S B / ^ N O 

18. R E C O M M E N D E D R E T E N T I O N 

retain 1 year in office, or until value 
ceases, then destroy, P&Z ha-s originals. 

Ass 

N A M E A N D ^ T I T L E OF" P R E P A R E R 

Ktarft to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 
21. D A T E 

D C S 3 3 0 - 4 ( R E V I S E D 2/87) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
« I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S S B O - I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P . O . B O X 27B 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y RECORDS I N V E N T O R Y 

P A C E ^3 O F 3 ^_ 

I . W ^ W W A R T M E N T / A G E N C Y 

Recreation & Parks 
2. D I V I S I O N 

Parks 
3 . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S A O R O U P O P M L A T K D R E C O R D * N O R M A L L Y P I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S S E L L A S R E T E N T I O N A N D D I B P O S I T I O N P U R P O S E S 

4 . R E C O R D S E R I E S T I T L E 

PROJECTS 
B. E A R L I E S T Y E A R / L A T E S T Y E A R 

/ 7 ^ T O (992^ 

R E C O R D S E R I E S D E S C R I P T I O N ( B R I E F L Y D E S C R I B E 
•IN T H E S E R I E S . 

T H E T Y P E B O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E P I E S ) 

Parks owned by County-files 

7. R E C O R D S E R I E S F O R M A T ( S J 

O L E T T E R S I Z E O M I C R O F I L M 

<& L E G A L S I Z E D C O M P U T E R T A P E 

a A j N D B O O K • F L O P P Y D I S K 

D tBdIO T A P E O V I D E O T A P E 

a O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

^ A L P H A B E T I C A L 

D N U M E R I C A L 

D C H R O N O L O G I C A L 

Q G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

9. V O L U M E 
• F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
O C O M P U T E R T A P E ( S ) 
8 O T H E R ( S P E C I F Y ) 

File d r a w e r s R S m a p h a n g p r s 
1 0 . A N N U A L A C C U M U L A T I O N 

• F I L E D R A W E R ( S ) 
^ O M I C R O F I L M R E E L ( S ) G E E 

U L L M • C O H P U T C B T A P P I S I 
above 

N U M B E R ° C O M P U T E R T A P E ( S ) 
• D OTHFP( gptri-IFV) 

11 F I L E IS U S E D 
O D A I L Y x9c W E E K L Y D M O N T H L Y 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Winterode Bldg. 

1 2 . F I L E B E C O M E S INACTIVE A F T E R 
D M O N T H ( S ) C Y E A R ( S ) 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
I I P Y E B , S P E C I F Y A O E N C Y O R O F F I C E ) 
• Y E S XJ9 N O 

'. 5 . A C C E S S R E S T R I C T I O N S O Y E S RtfJO 
( I P Y E S , C I T E LAW(s) * R B Q U L A T I O N ( S ) 

1 6 . A U D I T R E Q U I R E M E N T S 

Xft N O N E D S T A T E • F E D E R A L E I N D E P E N D E N T 

17. I S A N I N D E X S Y S T E M U S E D ! ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

18. R E C O M M E N D E D R E T E N T I O N 

D Y E S N O Permanent. Periodically"; .trajisf er t'o 
State Archives. . ' ' . . 

A N D T I T L E O F P R E P A R E R 

Ass/i^tafat to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 
21. D A T E 

D C S 3 3 0 - 4 ( R E V I S E D 2/87) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B B O - I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 B W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

AGENCY RECORDS I N V E N T O R Y 
I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B B O - I ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 B W A T E R L O O R O A D 
P.O. B O X 2 7 8 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A C E fLLoF A Z 
l T ^ ^ A R T M E N T / A G E N C Y 

Recreation & Parks 
2 . D I V I S I O N 

All Divisions R&P 
3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S A GROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES :_ 

«. R E C O R D S E R I E S T I T L E 

CONTRACTS 
E A R L I E S T Y E A R / L A T E S T Y E A R 

90 T O J_l?&-2 1 
R E C O R D S E R I E S D E S C R I P T I O N ( B R , B : r ,- r DESCRIBE THE TYPES O P t NFORMATI ON / DOCUMENTS / FORKS FOUND 

•IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 
Leases, Contracts, Agreements & Insurance Policies. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

ft L E T T E R S I Z E ° M I C R O F I L M 

a L E G A L S I Z E • C O M P U T E R T A P E 

n ^ h U N D B O O K • F L O P P Y D I S K 

D ^ B D I O T A P E D V I D E O T A P E 

O O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

xjP A L P H A B E T I C A L 

O N U M E R I C A L 

D C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

V O L U M E 

J -
NUMBER 

5 F I L E D R A W E R ( S ) 
B M I C R O F I L M REEL( S ) 
D C O M P U T E R T A P E ( S ) 
D O T H E R ( S P E C 1 F Y ) 

10. A N N U A L A C C U M U L A T I O N 
£>XFILE DRAWER( S ) 

y • M I C R O F I L M R E E L ( S ) 
N U M B B R D C O M P U T E R T A P E ( S ) 

• D ryrwFP( cprr i F V ) 
II . F I L E IS U S E D 

D D A I L Y O W E E K L Y fl M O N T H L Y 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M ) 

Various R&P sites 

1 2 • F I L E B E C O M E S INACTIVE A F T E R 
_ 1 O M O N T H ( S ) 5 Y E A R ( S ) 

1 4 . IS R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
tlP YES, SPECIFY AGENCY OR OFFICE) 
Q Y E S %> N O 

S . A C C E S S R E S T R I C T I O N S Q Y E S J?XNO 
( I F Y E S , C I T E LAW(s) * R E O U L A T I O N ( S ) 

1 6 . A U D I T R E Q U I R E M E N T S 

X R N O N E D S T A T E ° F E D E R A L • I N D E P E N D E N T 

17. IS A N I N D E X S Y S T E M U S E D ? ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

1 8 . R E C O M M E N D E D R E T E N T I 

D Y E S N O 
Retain in office 1 year after termination 
Transfer to Record Center to-'.retain 4 yes 
or until put on, microfilm. 

A N D T I T L E O F P R E P A R E R 

nt to tne Director 

2 0 . T E L E P H O N E N U M B E R 

222-3403 
2 1 . D A T E 

D C S 330-4 ( R E V I S E D 2 / 8 7 ) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P.O. B O X 27B 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y RECORDS I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
tflTH R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S SBO-t ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P.O. B O X 27B 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y RECORDS I N V E N T O R Y S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
tflTH R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S SBO-t ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

727B W A T E R L O O R O A D 
P.O. B O X 27B 

J E S S U P , M A R Y L A N D 20794 P A G E £ l £ l O F an 
T T ^ ^ A R T M E N T / A G E N C Y 

Recreation & Parks 
2. D I V I S I O N 

Administration 
3. U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * 0 , t 0 U P O F NWLATBD RKCORDS NORMALLY PILED AND U » Q AS A UN 1T FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. R E C O R D S E R I E S T I T L E 

MINUTES 
B. E A R L I E S T Y E A R / L A T E S T Y E A R 

i. RECORD SERIES DESCRIPTION {•R,lfFl-T M I C R I M THE TYPES O P INFORMATION/DOCUMENTS/FORMS FOUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Minutes of Recreation Advisory Board meetings, papers, studies, reports & 
correspondence relating to the Board and its activities. 

7. RECORD SERIES FORMAT ( S) 8. RECORD SERIES SEQUENCE 9. VOLUME 
H>J_ETTER SIZE O 
O LEGAL SIZE D 
Cj^teUND BOOK • 

MICROFILM 
COMPUTER TAPE 
FLOPPY DISK 

• ALPHABETICAL 
O NUMERICAL 

iik CHRONOLOG1CAL 

X S FILE DRAWER( S ) 
• MICROFILM REEL( S ) 

1 / 9 • COMPUTER TAPE1S 1 
N U M B E R N OTHER(SPEC1FY) 

DflUDIO TAPE • VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
D OTHER(SPECIFY) 0 OTHER(SPECIFY) £>XFILE DRAWER(S) 

2_/2 D MICROFILM REEL(S) 
N U U B B H 0 COMPUTER TAPE(S) 

. • ERRWRO( S P E C I F Y ) — 

2_/2 D MICROFILM REEL(S) 
N U U B B H 0 COMPUTER TAPE(S) 

. • ERRWRO( S P E C I F Y ) — 
11 FILE IS USED 

O DAILY D W E E K L Y XJ5 MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

Winterode Bldg. 

1 2 • FILE BECOMES INACTIVE AFTER 
• M O N T H ( S ) • Y E A R ( S ) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF YES, SPECIFY AOENCY OR OFFICE) 
D YES 50 NO 

!5. ACCESS RESTRICTIONS D YES $> NO 
(IP YES, CITE LAS(s) * RBQULATI O N ( S ) 

16. AUDIT REQUIREMENTS 

H NONE D STATE • FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( 1 p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

J O Y E S NO 

18. RECOMMENDED RETENTION 
Permanent. Periodically transfer to 
State Archives. 

As sis. 

AND TITLE OF PREPARER 

to the Director 

20. TELEPHONE NUMBER 
222-3403 

2 I. D A T E 

D C S 5S0-4 [ R E V I S E D 2/87) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 880-1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 

A G E N C Y RECORDS I N V E N T O R Y 
I N S T R U C T I O N S - - T Y P E O R P R I N T A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
W I T H R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S 880-1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7278 W A T E R L O O R O A D 
P . O . B O X 278 

J E S S U P , M A R Y L A N D 20794 P A G E O F HI 

7 7 " ^ ^ A R T M E N T / A G E N C Y 

Recreation & Parks 
2. D I V I S I O N 

All•divisions R&P 
S . U N I T 

D E F I N I T I O N - R E C O R D S E R I E S - * a n O U W ° R W M - A T K D R E C O R D S N O R M A L L Y P I L E D A N D U S E D A S A O N 1T F O R 
R E F E R E N C E A S S E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4 . R E C O R D S E R I E S T I T L E 

FLIERS 
8. E A R L I E S T Y E A R / L A T E S T Y E A H 

)9fC> T O /9<?Z^ 

$ RECORD SERIES DESCRIPTION j B R , l T ' , l - T D E S C R I B E T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
•IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ] 

ewsletters, Bulletins, Monthly Park Brochures, Activity Fliers. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

$ L E T T E R S I Z E O M I C R O F I L M 

• L E G A L S I Z E D C O M P U T E R T A P E 

L ^ B K J N D B O O K C F L O P P Y D I S K 

• W U D I O T A P E O V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

8. R E C O R D S E R I E S S E Q U E N C E 

• A L P H A B E T I C A L 

Q N U M E R I C A L 

C H R O N O L O G I C A L 

• G E O G R A P H I C A L 

0 O T H E R ( S P E C I F Y ) 

9. V O L U M E 

Xfl F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 
D C O M P U T E R T A P E ( S ) 1/2 

N U M B E R • OTHER(SPECIFY) 

10. A N N U A L A C C U M U L A T I O N 
} E F I L E D R A W E R ( S ) 
• M I C R O F I L M R E E L ( S ) 

1 / 7 
N U M B B R N C O M P U T E R T A P E ( S ) 

D nTMFR(SPFrlFY) 11 F I L E I S U S E D 

D D A I L Y • WEEKLY X S M O N T H L Y 

1 3 . C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R , R O O M J 

Various Rec & Park sites 

12. F I L E B E C O M E S I N A C T I V E A F T E R 
• MONTH(S) g Y E A R ( S ) 

14. I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 
I I P Y C S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• Y E S > 0 N O 

: 3 . A C C E S S R E S T R I C T I O N S • Y E S 2 P X N O 
( I P Y E S , C I T E L A S ( S ) * R B O U L A T I O N ( S ) 

16. A U D I T R E Q U I R E M E N T S 

J? N O N E D S T A T E • F E D E R A L D I N D E P E N D E N T 

17. I S A N I N D E X S Y S T E M U S E D ? ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

18. RECOMMENDED RETENTION 

D Y E S NO 
Retain 1 year or until value ceases, 
then destroy. 

, A N D T I T L E O F P R E P A R E ! 

Assis/£inl/ to the Director 

20. T E L E P H O N E N U M B E R 

222-3403 
2 I. DATE 

D C S 3 3 0 - 4 ( R E V I S E D 2/87) 



< 

1 INSTRUCT 1 Q M S - - TYPE O R P R I N T . A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
tflTH R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B B O - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 B W A T E R L O O R O A D 
P . O . B O X 2 7 B 

J E S S U P , M A R Y L A N D 2 0 7 9 4 

A G E N C Y RECORDS I N V E N T O R Y 
< 

1 INSTRUCT 1 Q M S - - TYPE O R P R I N T . A 
S E P A R A T E F O R M F O R E A C H N E W O R 
R E V I S E D R E C O R D S E R I E S . F O R W A R D 
tflTH R E C O R D S R E T E N T I O N S C H E D U L E 
( D G S B B O - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 B W A T E R L O O R O A D 
P . O . B O X 2 7 B 

J E S S U P , M A R Y L A N D 2 0 7 9 4 P A G E 3fJ O F 3 7 

7 7 1J|ARTMENT/ACENCY 

Recreation & Parks 

2 . D I V I S I O N 

All divisions R&P' 
3 . U N I T 

D E F IN 1 T I O N - R E C O R D S E R I E S - * a n 0 t t m O F "WLATSD RECORDS NORMALLY PILED AND UtCD AS A UNIT FOR 
REFERENCE AS WELL AS RSTENTtON AND DISPOSITION PURPOSES 

4 . R E C O R D S E R I E S T I T L E 

MISCELLANEOUS 
B . E A R L I E S T Y E A R / L A T E S T Y E A R 

/ « W T O j99Z^ 

5. R E C O R D S E R I E S D E S C R I P T I O N (•" ,»'" r D " C T I , « ™ * TYPES O P INPORMATION/DOCUMENTS/FORMS POUND 
•IN T H E S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Accident reports-

7 . R E C O R D S E R I E S F O R M A T ( S ) 

(X L E T T E R S I Z E ° M I C R O F I L M 

• L E G A L S I Z E ° C O M P U T E R T A P E 

• ^ • U N D B O O K G F L O P P Y D I S K 

O A U D I O T A P E D V I D E O T A P E 

• O T H E R ( S P E C I F Y ) 

R E C O R D S E R I E S S E Q U E N C E 

>Ck A L P H A B E T I C A L 

• N U M E R I C A L 

D C H R O N O L O G I C A L . 

• G E O G R A P H I C A L 

D O T H E R ( S P E C I F Y ) 

V O L U M E 

NUMBER 

XH F I L E D R A W E R ( S ) 
n M I C R O F I L M R E E L ( S ) 
D C O M P U T E R T A P E ( S ) 
• O T H E R ( S P E C I F Y ) 

1 0 . ANNUAL ACCUMULATION 
Xfl FILE DRAWER(S) 

^ O MICROFILM REEL(S ) 
N U M B E R n COMPUTER TAPE(S) 

• • OTMFR(gPFriFY) 
I I F I L E I S U S E D 

Q D A I L Y Q W E E K L Y J3 M O N T H L Y 

1 2 . FILE BECOMES INACTIVE AFTER 
D MONTH(S) XSYEAR(S) 1 

13. C U R R E N T L O C A T I O N ( S ) ( B L D G . , F L O O R . R O O M ) 

various Rec & Park sites 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET 
tlP YES, SPECIFY AOENCY OR OFFICE) 
jfkYES O NO 

! S . A C C E S S R E S T R I C T I O N S • Y E S B N O 
( I F Y E S , C I T E LAW(s) * R K O U L A T I O N ( B ) 

I S . A U D I T R E Q U I R E M E N T S 

N O N E Q S T A T E D F E D E R A L ° I N D E P E N D E N T 

1 7 . I S A N I N D E X S Y S T E M U S E D 7 ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D Y E S a N O 

1 8 . R E C O M M E N D E D R E T E N T I O N » 

, M < 4 
Retain 1 year in o"f f.i"cew'tthen'-ldestroy, 

A N D T I T L E O F P R E P A R E R 

AssLg'tatft to the Director 

2 0 . T E L E P H O N E N U M B E R 

222-3403 

2 1 . D A T E i, 
1 c ' 

D G S 330-4 ( R E V I S E D 2 / 8 7 ) 


